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DE Relief Grants Expense Reporting -
How-to Manual for Businesses

Please note: the 2020 Federal Tax Return for your business is required to report
expenses. You should only start your application to report expenses when you have
your tax return document ready to upload. If you have not received all of your grant

funds yet or you have not spent them all yet, you do not need to report expenses
until you have received and spent the funds.
For best results, we recommend using Google Chrome as your browser when
reporting expenses.

For answers to common questions related to the DE Relief Grants expense
reporting, please refer to our Frequently Asked Questions at
business.delaware.gov/relief/FAQs.

To begin the expense reporting process, visit the Division of Small Business DE Relief Grants
website at business.delaware.gov/relief. Scroll down to the “DE Relief Grants Portal” section and
click on “Existing Account Log-In" to log in to the portal. If you have forgotten your password or
other login credentials, you can click on “Forgot your password” on the portal login screen to be
sent a password reset email.
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DE Relief Grants Portal

You can log in to your account below.

DE Relief Grant Recipients

Existing Account Log-In ‘


https://business.delaware.gov/relief/
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Once logged in, you should see your DE Relief Grants dashboard which lists any relief grants
you were awarded.

DE Relief Grants

Dashboard

No more DE Relief Grant program applications will be accepted.

The table below provides infermation on the status of each application submitted for this account. A button will appear in the Action column of thase applications for which
additional steps can be performed

Please note that the 2020 Federal Tax Return for your business is required to report expenses. Start your application to report expenses when you have your tax

return document to upload. For best results, we recommend using Google Chrome as your browser.

Submission History

8/21/2020, 12:41:23 PM EST  INT# 2020-08-21-1412  Inactive
INT# 2020-08-28-1450  Inactive
INT# 2020-08-01-1463  Inactive
8/28/2020, 11:10:43 AM EST  INT# 2020-08-28-144%  Inactive

8/25/2020, 11:33:04 PM EST  INT# 2020-08-26-1431  Grant Rejected

8/26/2020, 6:27:02 PM EST INT# 2020-08-26-1432  Approved Invalid Purchase Type

9/18/2020, 1:00:39 PM EST INT# 2020-09-18-1487  Reporting In Progress  Invalid Business Infermation
9/18/2020, 2:01:25 PM EST INT# 2020-00-18-1488  Grant Accepted
9/22/2020, 9:39:38 AM EST INT# 2020-09-21-1489  Reporting In Progress

9/22/2020, 9:59:31 AM EST INT# 2020-09-22-1492  Reporting In Progress Continue Expense Reporting

Date Submitted Application ID Status Notes Action

INT# 2020-08-22-1d94  In Progress

To begin the expense reporting process, click on “"Submit Your Expenses” next to your DE Relief
Grant entry. Most businessowners will only see one grant entry. If you are completing the

expense reports on behalf of a business, please select the correct entry using the Application ID
number associated with the grant

additional steps can be performed.

Please note that the 2020 Federal Tax Return for your business is req d to report expenses. Start your application to report expenses when you have your tax

return document to upload. For best results, we recommend using Google Chrome as your browser.

Submission History
Date Submitted Application ID Status Notes Action
8/21/2020, 12:41:23 PM EST INT# 2020-08-21-1412  Inactive
- INT# 2020-08-28-1450  Inactive
- INT# 2020-09-01-1462  Inactive
8/28/2020, 11:10:43 AM EST INT# 2020-08-28-1448  Inactive

8/25/2020, 11:33:04 PM EST INT# 2020-08-26-1431  Grant Rejected

8/26/2020, 6:27:02 PM EST INT# 2020-08-26-1432  Approved Invalid Purchase Type
9/18/2020, 1:00:39 PM EST INT# 2020-09-18-1487  Reporting In Progress  Invalid Business Information Continue Expense Reporting
9/18/2020, 2:01:25 PM EST INT# 2020-09-18-1488  Grant Accepted Submit Your Expenses
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Next, you will complete your business details. The Business Information and Business Address
sections should auto-populate with the information you previously provided during the
application process. Complete the Employees section by entering the number of full-time (F/T)
and part-time (P/T) employees your business employed on December 31, 2020.

Business Information

Business Type Business Name @

Non-Profit 501(c)3 [olelelelolelelolelelololelalololololelolule]ololelelolo e olole o ole o ule olole olo o e o ole o o]
QQQQQQRQLQQQQQQQQQRQQQQQQQQQQQz

DBA Business License Number

QQQQQQRQTQLQQQQTLQIQQQQQQQTLQQQQQQQTIQQQQQQQL 99999999999999999990

TaxID No @ Date of Business Established

089993990 9/30/2000

Business Address

Street

[elelslele]elola]elele(ale]lelolalelelelele]e]olelelele[e]o]elolalelele]ele]e]ole[elele]e]o]e]ole elole]e]e]e]olo[elele]e]e]e]alo elole]e]e]e]alo olele[e]e]e o]
QQQQQQQQQRQQQQQQQQLQQQQQQQLQQQQQQQLQQQQQAQALQQQQQQQALQQQQQQQALQQQQQQAQALQQRQQQQQARQQQQQQ

Qz
City State Zip County
QQQQQQQCCLQQQQIQQRQQQQRQQLQQQQNZ DE 9999999990 New Castle

Headquarters Address

Street

QQQQQQQQQQQQQQQQQEQQQQQQQQLQQQQQQQQLQQQQQQQCQQQQQQQLQQQQQQQLQQQQQQQLQQQQQQQAQQQQQQQ
QQQQQQQQQQQQQQQQRQQQQQQQAQCQQAQQQRQAQQAQQQLQQQQAQQQRQQQQAQQQLQCQQQQQLQQQQQQQQQQQQQQ

Qz

City State Zip
QQQQQQQQQQQQQQQQQQQQQQQQQQQQQZ Massachussetts 9999999990
Employees

2019 2020 Net Change

Step5 |
Complete the Revenue section by entering the Gross Revenue for your busines in 2020. Click
Save & Continue.

e e hh s el D i ke Do e e e e b s

Employees
2019 2020 Net Change
Number of F/T Employees 100 101 1
Number of B/T Employees 100 102 2
Revenueg
2019 2020 Net Change
Gross Revenue $100.000.00 %59,000.00 -£1,000.00

Save & Continue —
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Next, you will be asked a series of questions related to your business. Answer each question
and, once complete, click Save & Continue. Please note, if you select "No” for question
#6, you will be locked out of the expense reporting portal and will need Division
staff to reset your account in order for you to continue the expense reporting
process.

DE Relief Grants

Disclosures > Expenses Documents Submit
.
Disclosures
—None— - 1. Did your business receive a loan through the federal Paycheck Protection Program?
_Mone-- - 2. Did your business receive a loan through the federal Economic Injury Disaster Loan program?
_Mone-- - 2. Is your business still in operation?
_-None-- - 4. Did your business show the required revenue decline from 2019 to 20207
—-None-- - 5. Did your business change methodology in recognizing revenue from 2018 to 20207
YOI It il I ¥d
_None- v 6. Do you want to continue reporting the expenses?
Step 7

You will now begin the process of reporting your expenses by listing all approved
expenses in the space provided. All businesses who received a DE Relief Grant should
refer to their grant agreement for a full listing of expenses they were approved for
under the grant. Exhibit A of the grant agreement outlines approved expenses for
each business.

Please note, once complete you will be asked to upload all documents related
to the approved expenses. Please use expense IDs indicated in the below
screenshot in the "ID" column for the filenames of the matching
document/receipt such as ID-001-Rent.pdf. If you are uploading all receipts
in one document, please use "global” in your file name.

In order for the Division to process expense documentation, all businesses must use the
corresponding expense IDs for the filenames of the matching documentation. We suggest that
grantees write down their Expense IDs during this step before moving on to the Document
Upload section of reporting. For example, the document filename for Expense ID-002 below for
“Advertising Expenses” should be titled as ID-002-Aadvertising-Expenses. For your required
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2020 Federal Tax Return document for your reporting, you MUST use "tax-return-
2020" (including dashes) in your filename, and the document must be saved as a
PDF. If you need instructions for how to rename a file, they can be found on our website at
this link.

You must provide a receipt/invoice/documentation for each dollar spent.
Acceptable file formats for receipts/invoices are: PDF, JPG, PNG, DOC, DOCX, or
CSV.

For a list of eligible expenses, refer to our in-depth FAQ at this link.

To begin the expense reporting process, click on "Add a New Expense,” select the category for
each expense, and enter the amount of the expense. Once complete, click Save & Continue.

Expenses

Expenses Claimed

Please confirm/list all approved expenses in the space provided below. Once complete you will be asked to upload all documents related with the approved expenses. Please use
expense |Ds indicated below in the "ID" column for the filenames of the matching decument/receipt such as I1D-007-/anuary.pdf. If you are uploading all receipts in one document,
please use "glebal” in your filename.

You must provide a3 receipt/invoice/documentation for each dollar spent. Acceptable file formats are: POF, |PG, PNG, DOC, DOCK, or CSV.

Total Grant Amount Total Actual Amount
50.00 $25,000.00
[] Category/Description Grant Amount § Actuzl Amount §
1D-001 Other ¥ $10,000.00
1D-001-001 Rent $10.,000.00 E Delete Item
Add a New Item
1D-002 Advertising Expenses hd $5,000.00
1D-002-001 Social Media Marketing $5,000.00 B Delete Item
Add 3 Mew Item
1D-003 Equipment Purchase v $10,000.00
ID-003-001 Bakery Equipment $10,000.00 Delete Item

Add 3 Mew Item

& Back Save & Continue —

Once you have entered all of your eligible expenses and clicked on Save & Continue, you will be
taken to the Document Upload section of the portal. In this section, you will need to upload:

e Receipts, invoices, and backup documentation for all relevant expenditures AND
e Your complete 2020 tax return showing a revenue decrease relative to 2019.


https://business.delaware.gov/wp-content/uploads/sites/118/2021/08/How-to-Rename-a-File-FINAL.pdf
https://business.delaware.gov/wp-content/uploads/sites/118/2021/08/DE-Relief-Grants-FAQs-FINAL.pdf
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e If you cannot show a decrease in revenue, you will need to provide an explanation as to
why. (This will be subject to the Division’s review and approval.)

Please note: the receipts and other documentation that you upload must equal the
original grant amount your business was approved for as well as any bonus amount
you received. (For example, if your company was approved for $100 for the original
grant and you were approved for a $10 bonus, your receipts must total $110.)

Click on “Upload Files” to begin uploading each of the above required documents. If you would

like to upload more than one file at a time, click on “Add Files”. If you are using your cell phone
to scan and upload receipts, you can download the Adobe Scan app for free from the iTunes or
Google Play Store.

D) Delaware

DE Relief Grants

Files (0) Add Files

Document Upload

s Please provide receipts, invoices, and backup documentation for all relevant expenditures AND your 2020 tax 4 Upload Files

return showing a revenue decrease relafive to 2019, =

s [f you cannot show a decrease in revenue please provide an explanation as to why (subject to Division review).

* Please use corresponding expense IDs for the filenames of the matching documentation, such as /D-001-
January.pdf.

* [f you are uploading all receipts in one document. please use "global” in your filename.

» Acceptable file formats are: PDF, JPG. PNG, DOC, DOCX, or CSW.

= For your required 2020 Federal Tax Return document for your reporting, you MUST use "tax-return-2020"
(including dashes) in your filename.

Or drop files

& Back Save & Continue =

Stepo |
Once you click on “Upload File” or “Add Files”, the portal will open the My Documents window
on your computer. From there, find the file(s) you need to upload. Remember to check the file
name to make sure it matches the expense ID and check that your tax return document is titled
“tax-return-2020". Tax returns can only be uploaded in PDF format.
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Uploading 2020 Tax Return:
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After you've added your first document, you will need to click on “Add Files” to upload
additional documents.

ploading Additional Documents/Expense Receipts:
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DE Relief Grants

a Filesﬂ)» Add Files
Document Upload

tax-r...

« Please provide receipts, invoices, and backup documentation for all relevant expenditures AND your 2020 tax

Aug T
return showing a revenue decrease relative to 2019.

If you cannot show a decrease in revenue please provide an explanation as to why (subject to Division review).
Please use corresponding expense |Ds for the filenames of the matching documentation, such as /D-001-
January.pdf.

If you are upleading all receipts in one decument, please use "global” in your filename.

Acceptable file formats are: PDF, JPG, PNG, DOC, DOCX, or €SV,

For your required 2020 Federal Tax Return document for your reporting, you MUST use "tax-return-2020"
{including dashes) in your filename.

View All
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&, Upload Files

Owned
Shared
Recent

Following

0 of 10 files selected

Q

Select Files

Search Files...
tax-return-2020
Aug 18,2021 - 172KB - prg

Submission Summary
May 21,2021 * 4K8 * pdf

1

TS-Argus-4.3.6
May 14,2021 + 1.3MB » pdf

License
Sep 22,2020 - 66KB + pdf

Return
Sep 22,2020 * 66KB + pof

License
Sep 22,2020 - 66KB * pdf

Return
Sep 22,2020 * 66KB * pdf

License
Sep 18,2020 * 66KB + pdf

Retur

Cancel

. 1D-001-Rent.pdf
34KE

1 0f 1 flle uplcaded

€ Open

4115 THERC 5 Pitures » DR Expense Reporing Screensbore

Organize © Newlalder
LT
DE el Grsets

DRG ErpenzzRe ~
F0s = L
Serwersfnty Scrsenchere

o Crsatve o
ELTS
D0kt
-
2 Deumer:
L E——
B M
= Pctures
B e
8 Windews 5)
= 058 Comman
= Commurision,
= Medis (ADOSDE,
= Towisr 14505
@ heswar v

e

x
Search DA Experse Raport

- ™ @

il e 10037 R

Upload Files

o] [murae .

=

Once you have uploaded all of your documentation, you can view the files by clicking “View All".
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DE Relief Grants

Business Details

e S

Files (3) Add Files
Document Upload
3 . 1D-0... ID-0... =
+ Please provide receipts, invoices, and backup documentation for all relevant expenditures AND your 2020 tax n g 1 Aug ug 1
return showing a revenue decrease relative to 2019.
 If you cannot show a decrease in revenue please provide an explanation as to why (subject to Division review). —

« Please use corresponding expense |Ds for the filenames of the matching documentation, such as /D-001-
January.paf.

« Ifyou are uploading all receipts in one document, please use “global” in your filename.

* Acceptable file formats are: PDF, JPG, PNG, DOC, DOCX, or CSV.

= For your required 2020 Federal Tax Return document for your reporting, you MUST use "tax-return-2020"
(including dashes) in your filename.

If you need to add more documentation, click on “Add Files” in the top right corner.

RGP Expense Reporting Records = EXP-00024

. Add Files
Files
3 itemns » Sorted by Last Modified » Updated a minute ago & c
Title ~ | Owner ~ | Last Modified 4 v | Size
1 n tax-return-2020 Danny McGonigle 8/18/2021 11:13 AM 147KB hd
2 a ID-002-Advertising-Expenses Danny McGonigle 8/18/2021 10:40 AM 35KB -
3 B ID-001-Rent Danny McGonigle 8/18/2021 10:36 AM 34KB hd

To return to the Document Upload page, click your browser’s back button.

If you have uploaded documentation for all of your expenses and your tax return, you can click
“Save & Continue” to go to the submission section. From there, click on “"Submit & Sign

Agreement” to submit your expenses. If you are not ready to submit, click the “Back” button.
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DE Relief Grants

Submit Expenses

The infermation in this report and all attachments are true, accurate and complete, and | am authorized to repeort this information. | understand that this certification is made in
support of a request for government funds from the faderal CARES Act allotted to the State of Delaware.

« Back Submit & Sign Agreement -

After you click “Submit & Sign Agreement”, the DE Relief Grant Reporting agreement will
appear on your screen through DocuSign. Read through the agreement. Once you have read
the agreement, sign it electronically by clicking the “Sign” icon and type your name next to By.

Click finish when you are done signing If you need assistance signing electronically, click on
“Other Actions” in the top right.

OTHER ACTIONS +

LIIVISIOn 1s entitled to possess. Keelpient recognizes and agrees that the DIvision relies on
RN R each representation, warranty, certification, and other statement made by Recipient in
connection with the Division’s decision to provide payment pursuant to the Agreement.

o AT O
e o 4. Capitalized terms contained herein and not otherwise defined shall have the meaning given
them in the Agreement.
Delaw
D L e a“ ar;e 5. The information in this report and all attachments are true, accurate and complete, and I am
ONSISHOF AL BUSHES: authorized to report this information. I understand that this certification is made in support of
Do 2 101

arequest for government funds from the federal CARES Act allotted to the State of
Delaware.

The gl engs sy st s

DE e Gt Regocing. ‘

Signed:
By: [ ]
1 o —
ey e .
Rl i e sy
s o e SOOI
Il e
e www.DelBiz.com @delbiz W a @DelawareSmallBusiness

Relief Grant Reporting.pdf

hs e Agenen

watbocaelto repct his infermalice. | unk ertfieaion s madk in sispoctof
aragies foe govenemen s fer z fodenl uletied o he Sndeaf
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After clicking Finish, you will receive a confirmation page letting you know the agreement was
signed. You are now finished reporting your expenses for the DE Relief Grants. You can return
to the main page of the portal by clicking Home in the top left corner. Please note that
reporting your expenses and signing the agreement does not guarantee that your
DE Relief Grant will be forgiven. Once your expense report is reviewed by Division of
Small Business staff, you will receive official documentation if your grant is forgiven.

The status of your application in the portal should change to “Expenses Reported” and you can
click “View Expense Summary” to see the expenses you submitted.

Dashboard

No more DE Relief Grant program applications will be accepted.

The table below provides information on the status of each application submitted for this account. A button will appear in the Action column of those applications for which
additional steps can be performed.

Please note that the 2020 Federal Tax Return for your business is required to report expenses. Start your application to report expenses when you have your tax

return document to upload. For best results, we recommend using Google Chrome as your browser.

Submission History

Date Submitted Application ID Status Notes Action
8/21/2020, 12:41:22 PM EST  INT# 2020-08-21-1412  Inactive

INT# 2020-08-28-1450  Inactive

INT# 2020-09-01-1463  Inactive
8/28/2020, 11:10:43 AMEST  INT# 2020-08-28-1448  Inactive

8/25/2020, 11:33:04 PM EST INT# 2020-08-26-1431 Grant Rejected

8/26/2020, 6:27:02 PM EST INT# 2020-08-26-1432  Approved Invalid Purchase Type

9/18/2020, 1:00:39 PM EST INT# 2020-09-18-1487  Expenses Reported Invalid Business Information «
9/18/2020, 2:01:25 PM EST INT# 2020-09-18-1488  Grant Accepted

9/22/2020, 9:39:38 AM EST INT# 2020-09-21-1489  Reporting In Progress

8/22/2020, 10:30:46 AM EST INT# 2020-09-22-1481 Grant Accepted Bonus Available
9/22/2020, 9:59:31 AM EST INT# 2020-09-22-1492  Reporting In Progress

INT# 2020-09-22-1494  In Progress

INT# 2020-10-14-1502  In Progress

For answers to common questions related to the DE Relief Grants expense
reporting, please refer to our Frequently Asked Questions at this link.

If you have additional questions, please visit our website to connect with one of our
regional business managers.
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https://business.delaware.gov/wp-content/uploads/sites/118/2021/08/DE-Relief-Grants-FAQs-FINAL.pdf
https://business.delaware.gov/#resource-managers

